DEPARTMENT OF GENERAL SERVICES ScheduleNo. ~FH &
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency A Division/Unit
Washington County Economic and Community Dev.

Item No Description Retention

1 Reading files: correspondence sent and received, press releases | Retain for three (3) years, then

destroy
2 Packet information for prospects and the public: information Retain until updated or
placed in packets for business prospects relocating to superseded, then destroy

Washington and the public; business license information; labor
market analysis; census data; correspondence; brochures;
location maps

3 Utilities: water/sewer rates, natural gas rates, telephone Retain until updated or
service, brochures, newspaper articles, drawings, superseded, then destroy
correspondence, electric rates

4 Land available in Washington County Retain until updated or
-contains but not limited to: listings of available sites, office superseded, then destroy
sites, real estate transactions, hand written notes, listing of
Enterprise zones, sites descriptions, correspondence, brochures

5 Wage information: wage studies from DEED (state), surveys, | Retain until updated or
various studies superseded, then destroy

6 Various MD state DEED and DHCD programs Retain until updated or
-contains but not limited to: annual reports, newsletters, superseded, then destroy

correspondence, booklets, brochures, database system
overviews, population reports

7 Business and industry directories and data summaries: Retain until updated or
directories, brochures, correspondence, newsletters, surveys superseded, then destroy

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date JuL 2 0 1999

Signature ’3—0"" \' %\\XVM Signature%—lC. /9‘“7,’“/‘

Joni:tL. Bittner

Date July 16, 1999

Type Name

County Clerk

Title
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Schedule No. C% 5"

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
8 ‘Financing - grants - various funding programs Retain for five (5) years after

-contains but not limited to: available fund sources -
associations, enterprise, revenue bonds, banks; employee
stock ownership plan, newspaper articles, MACO, small
business administration; file contains correspondence,
newspaper articles, brochures, applications

9 Industrial building files: industrial buildings available in
Washington Co., real estate description of buildings,
description of floor plans, brochures, correspondence,
available property form, plats, newspaper ads, photos,
building specifications, building assessment

9a Prospect files: list of buildings available for development in
Washington County, correspondence, available buildings
lists, labor summary request, correspondence to business
interested in locating to Washington Co, visit itinerary, plats,
newspaper articles, wage rates, job titles

10 General file listing competition with Washington Co. for
development

-contains but not limited to: correspondence, newspaper
articles, brochures from other states, counties, regulations

10a Tri county council: financial reports, correspondence,
executive committee meeting agenda, press releases, project
package summary, schedule of site visits, project descriptions,
project proposals, status reports, schedule of federal financial
assistance, RFL grants

10b Local business

-consists of but not limited to: brochures, correspondence,
newsletters, newspaper articles, business retention reports,
handwritten notes, maps, revenue bonds for local business,
financial statements, tax returns, resolutions, plats

close of grant and until all audit
requirements have been fulfilled,

-then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or

‘operational value. Retain

permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

(Items 10, 10a, 10b use the
retention as shown in Item 10)
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[t_em No

Description

Retention

11

11a

ECD Commissions minutes — Minutes of meeting of the ECD
Commission

ECD Commission Minutes - tapes

Permanent, transfer periodically
to the MD State Archives.

Retain for five (5) years, then
destroy
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7. RECORD SERIES FORMAT(S) .. 8. RECORD SERIES.SEQUENCE 9. VOLUME /
File Drawer(s}
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3 Leter Size

8. RECORD SERIES SEQUENCE

Yoe b aane
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9. vowr.u-: /
de Orawer(s)

o Microfilm Reel (s)
O Computer Tace !s°

D Lesal Size o Computer “zce S Numencat 0 Cther (Spertity)
. ' i . o vhat [N (KT
o Baumnd Book O Floppy Orsk a Chronglog:cal Number GV, ﬂ
Q Awo Tape O Video Tage 0 Geograchical 10. ANNUAL ACCUMULATION
O Fde Orawer (¢)
0 Ctrar (Specily) 0O Olher {Specty) o Microlim Reel (s)
, O Comguter Tape(s)
¢ . ! O Other (Specidy)
- , Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Dadly O Weekly 3 Monthly 0 Month(s) o Yeas)

Number

URPENT LOCATION(S) (Bidg , Floor, Room)

14. IS RECORD SERIES DUPLICATED

ELSEWHERE? (il yes specily agency or office)

7/”'8 - o Yes o No
b ! 1
15. ACCESS RESTRICTIONS (If yes cie lawts) & requiation(s} 16. AUDIT REQUIREMENTS
¢ Yes O No O None O State D Feoeral 0 Independent

17. IS &H INDEX SYSTEM USED? (If yes. exoian onefly ang
e any hargware/software)

s g o

7

18. RECOMMENDED RElENTION
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19. NAME AND TITLE OF PREPARER
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1 = IYPE QR PRINT A SEPARATE FORM FOR EACH REW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
775 WATERLOO ROAD
PO. BOX 275 - JESSUP. NARYLANO 20794

AGENCY RECORDS INVENJGRY: -

Page . of

1. DEPARTMENTIAGENCY

2. DIVISION

3. UNIT ﬁZﬁWﬁ/@/@ ao

DEFIMITION - Records Serles - A group of related ncot_v'd: normsily filed and used a3 3 unit for rofarence as wall as retention and disposition purposes.
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1
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5. EARLIEST YEAR / LATETEST YEAR
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6. RECORD SERIES DESCRIPTION { Brielly descrite the types of i
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1. WRIES FORMAT(S)
Lester Size

O AMicroflm

O Llegal Size a Computer Tzce
0 Bzund Book O Floppy Disk
a Audo Tape a Video Tace

8. RECORD SERIES SEQUENCE

phatetical

Numericat

Q

g -
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s}

Ceograohucz!

o

Olher (Specu‘ﬁ

9. VOLUME /
fie Drawer(s)

o Merofim Reet (51
O Computer Tace !s!
Q Cithet (Spezily)

7
Number OI/, FZ,/

10. ANNUAL ACCUMULATION
O Fite Orawer (<}
O Microfilm Reef (s}
o Computer Tapels)
O Other {Spec:ly)

Number

P
11. FILE IS USED '
0 Daily

O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

Q
Number

Month(s) a

Year(s)

13, CURRENT LOCATIO

VP04

{S) (Bdg., Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(Il yes, specily agency or office)

o Yes 0O No
15. ACCESS RESTRICTIONS (il yes. cile law(s) & requration(s) 16. AUDIT REQUIREMENTS
U Yes ' O No O None - a State 0 Fegeral 0 Independent

17, 1S AN INDEX SYSTEM USED? (f yes. axpiain onefly and
we-ste any hargware/sofiware) '

‘es : C Mo

18. RECOMMENDED RETENTION

USE ;éﬂ/f}/’ﬂé e KeleTon/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE
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{HSIBUCHIONS ~ IYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY; * 1

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCIEOWLE (OGS £50-1) 7215 WATERLOO ROAD
PO.BOX 275 - JESSUP. MARYUAND 20794 " Page . ot
1. DEPARTMENTIAGENCY 2. DIVISION : : 1. uNIT OR08%0 )= v

Corgyy, ,Del/ﬁ/?ﬂ%c'w*

DEFINITION - Rocords Serles - A group of related ucorids notmsily filad and used 23 3 unit for roference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE ' — : 5. EARLIEST YEAR I LATETEST YEAR
8 A,
Vraspes "/7/ = 19 o Cir T

6. RECORD SERIES DESCRIPYION { Beiefly descnto the lyges of information/documentsiforms found in the Sernes  Include the purpasa of funciicn of the Sernas!
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
- e e . Fie Drawer(s)
~ter Size 0 Microfilm Iphateticat O Microfidm Reel {51
O Computer Tace !s:
D Lesal Size 0 Computer Tzce S Numencal / Z 0 Ciher (Spezity)
o Bzund Book O Floppy Oisk a Chronolog:cal ‘ ‘ Number d[/ P /—/—7‘;’
a Auda Tape O Video Tace O Ceograchica! 10. ANNUAL ACCUMULATION
: O File Diawer (€}
B’Cw/(Specﬂy) (5 O Other {Speciiv) O Microfilm Ree! (s}
B O Comgutet Tape(s)
O Other (Specidy)
v Numbet
11. FILE IS USED ' ' a 12. FILE BECOMES INACTIVE AFTER
Q Oaily 0 Weekly g Monthly a  Month(s) o Year(s)
Number
13, ﬁURRENI LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/ - / 3. o Yes o No
BrsetE?. .
15. ACCESS RESTRICTIONS {If yes. cile law(s) & regqusation(s) 16, AUDIT REQUIREMENTS
L Yes 9 No O None - O State 0 Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (If yes, exoian onefly and 18. RECOMMENDED RETENTION
wesste any hardware/soliware) ’
i ‘es o Mo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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SCHEOULE (OGS $50-1)

~ IYPE OR PRINT A SEPARAIE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJGRY! * -

RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD

PO. BOX 275 - JESSUP. MARYLAND 20794 Page ot

1. DEPARTMENTIAGENCY

2. DIVISION i :

— Elopeyerie y

Copine Deveefp e

DEFINITION . Records Setles -

A group of related tecolds normally filed and used a1 2 unit for rofarence as waell as retention and disposi

ON purposes,

4. RECORD SERIES TITLE ?&/‘fgl’“%é /;é ngﬁaﬁ
dé/%def e, W/%/J/%ﬁ} & f Deyz, /

5. EARLIEST YEAR / LATETEST YEAR

} / %ro S/ TEAT]

6. RECORD SER!ES DESCRIPTION ( Brelly descrte the Iypes of information/documentsforms found n the Senes
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S FORMAT(S)

Lester Size O Mcrofilm

9. VOLUME /
File Orawer(s)

 Microfdm Reel (51
0 Computer Face {s:

8. RECORD SERIES SEQUENCE .
FETE T
Alphatelicat

0 Llegal Size a Zomputer Tzce S Numencal Z O Cther (Spezstyy

z’!m Q Floppy Disk Q Chronologecat ' Number &V /4 7
0 Audo Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION

.o O Fite Drawer ()
0 Othar (Spectfy) o Other (Specnv; O Microfim Reet (s}
0 Computer Taoe(s)

_‘gy W D Other (Seecly)

- Numbet
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly O Month(s) a  Years)

Number

URRENT LOCATIONIS) (Bidg. Floor, Room)

/W/A/

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. spectly agency or office)

a  Yes o No

15. ACCESS RESTRICTIONS {If yes. cie fawis) & reguation(s)

v Yes a Ne

16. AUDIT REQUIREMENTS '

o None a’ State 0 Fegeral a Independent

- ',
[P

17. IS AN INDEX SYSTEM USED?7 (If yes. exoiain cneily and
w=rpe any hargwarelsoltware) '

ras C o

18. RECOMMENDED RETENTION

o & Gewerz). Fole foEnTion

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 2,

DATE
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REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION .

SCIEOWLE (OGS 3504 7715 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 2079¢ © Page . ot
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1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT Edﬁ;aﬁ/%/c »—

Y oes Co e\ Comm Dol

DEFINITIYON . Racords Serles - A group of related records normally filod and used 29 2 unit for reference as wall as rotention and dlsposition p\\v/potn.

4. RECORD SERIES TITLE G%,.) 5. EARLIEST YEAR I LATETEST YEAR

l’ppfm}é Z%Am)g a (72 CHrTErT

6. RECORO SERIES DESCRIPTION ( Briefly desefite the types of m!olrnallonldocumems/rorms found in the Senes ~Include the purpose or functicn of the Senes!
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9 YOLUME i
" ' Mm/ ve Urawer(s)
Lester Size 0 Microfilm atelical O Microfiim Reel (51 . :
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O Llegal Suze O Compuler Tzce : S Numerical f B—erref(s/pe:.!y)épé[' |
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QO Bzund Book Q Fioppy Disk 0 Chronolog:cal Humber /0// 4:7
7 T
Q Audo Tape Q Video Tace Q@ Geograchicat 10. ANNUAL ACCUMULATION
O File Drawer (<)
. 1
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O Other (Specify)
e Numbet
11, FILE IS USED ‘ o 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly a Monthly ) o  Month(s) a  Year(s)
Number
13. CYRRENT LOCATION(S) (g, g Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specty agency or office)
/W
}7z o Yes o No
15. ACCESS RESTRICTIONS (if yes. cile law(s} & requalion(s) 16. AUDIT REQUIREMENTS
U Yes a No O None © ° @ Slate 0 Federal a Independent
|
17. 1S AN INDEX SYSTEM USED? (If yes, expizin cnefly and 18. RECOMIMENDED RETENTION !
w=este any hargware/sollware) ’ :
2 ‘es G .':lo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
__
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INSIRVCTIONS ~ IYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEDWLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO.-BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJRY: ¢

Page . ot

1. DEPARTMENTIAGENCY

2. DIVISION

3. uNIT A C;MDX//C ~
CoMpr. Dere

OEFINITION . Rccouh smu - A group of telatod records nermally filod and used a3 2 unit for toforence s waell an tetention and disposition puiposes,

4. RECORD SERIES TITLE / D05 /. !gp/ﬁ/xt’)éfsé

5. EARLIEST YEAR ! LATETEST YEAR

2, LT

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of mlormauonldocumenls/lorms found i the Senes  Include ihe purpose ot functicn of the Seénes)
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7. RECORD SERIES FORMAT(S)
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0 Mctofilm

8. RECORD SERIES SEQUENCE

phateticat

9, VOLUME: /
e Drawer(s)

0 Microfilm Reel (5)
0 Computer Tace {s!

0 Legal Size a Computer ‘zce S Numencal ,:Z O Cther (Spezity)
0 Bzund Book a Floppy Disk o Chronolog:cal Number C Lf . F:/ -
Q Audo Tape O Video Tace 0 Geographica! 10. ANNUAL ACCUMULATION
O File Drawer (<}
O Ottar (Specify) O Cther (Speciiv) O Microfilm Ree! (s)
O Comguter Tapels)
a Ower (Spec:ly)
e ' Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
O Daily 0O Weekly O Monthly O  Month(s) o Years)
Number
URRENT LOCA;ION ) (Bldg , Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
Mp’ o Yes 0o No
15. ACCESS RESTRICTIONS (if yes. cite lawis) & reguration(s) 16. AUDIT REQUIREMENTS
U Yes a Neo g None o Stale O Federal Q Independent
17. 1S &1 INDEX SYSTEM USED? (If yes. axotain cnefly and 18. RECOMMENDED RETENTION
w=-rge any hargware/software) ’
o 'es c Mo
19. NAME AND TITLE OF PREPARER TELEPHONE NUMBER 21, DATE

20.
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REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWE (OGS 550-1)

~ FTYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
1215 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY: *

Page .
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1. DEPARTMENT/AGENCY

] 1 Ut o ARV C 27) T o

2. DIVISION

DEFINITION - Records Seiles -

A group of related records normally filod and used 23 a unit for referance as

Copmrr Deréfopne. o7

woll as retention and disposition purposes.
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Mptires -»775;065
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6. RECORD SERIES DESCRIPIION { Bniefly descrite the types of m!ormahonldocumenlsllorms lound in the Series_
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O Fite Drawer {£)
O Microfim Ree! (s)
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Q Other (Specity)
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a Other {Speciiv)

Dpie.

Number

11. FILE IS USED

O Daily 0O Weekly a Monthly

12, FILE BECOMES INACTIVE AFTER

o  Month(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Room)
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14. IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specify agency o office)

o Yes 0 No

15, ACCESS RESTRICTIONS (If yes cie law(s} & reguiation(s)

¢ Yes a WNe

16. AUDIT REQUIREMENTS

o State o Fegeral

e T
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19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
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